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OFFICE OF PEltSOMm MEHQBAHDOtf HO* 20-80^-3 

SUBJECT i Report ox’ Separation and legist®? of Baemployabl® 

Personnel 

BESCISSaQ®? (l) QPM 20-8G5-2 ( 6.3«52) , subject sis above, dated 

23 Dae $2 

(2) OHi 20-7Q5-2 (1*8-53) $ initiation of Standard 
Fora 52 by ?B(0) and PB(C) in connection with 
Certain Separation Actions, dated 29 Jua 53 

EEFEREBCEs 0 PM 20-9:50*4. (25*53)* Sopor t of Separation for Mil itary 
Personnel, dated 16 Apr $3 


1» Tm following procedure has been established to provide the 
Agency with en adequate report of separations mad an identifiable 
res to? of former employees who have bean designated as “rsssipIteysKle® 
aad who fora a personnel reserve for meeting future personnel require- 
particularly in the event of an emergency. This revision of 
previous inat ructions concerning tbs preparation of the Report of 
Separation provides additional separation factors • 


2o Separation actions are normally initiated by the appropri« 
ate operating office by the submission of Standard Fora 52 1 Bequest 
for Personnel Action,,, . This report should be accompanied by Fora 37" 

Personnel Evaluation Report* ' ? ?_cY 

a* When information is received by the 
Division (B8B ) concerning a separation which will occur during 
a given month, BSD will make every effort to obtain SF>-5'2 ancT 
For® 37*131 from the appropriate operating office* When such 
efforts do not produce the 3F-52, the fora will be prepared by 
ESI) for signature of the Chief, ESD„ and processed as if it had 
originated in the operating o££xc& a X® these cases, the ©per— 
ating office is still required to initiate a request, but it 
will be treated as confirmatory* Estrone care must be taken to 
insure, that a confirmatory request does not result in the pre- 
paration of a separate Standard Form 30, notification of Parson* 
oei Action, (or SF-52 used in lieu thereof)* 


b 4i Mhen Fom 37-151, Personnel Evaluation Report, does 
not accompany the SF-52 and efforts to obtain the report axe 
unsuccessful, the Personnel Relations Officer processing the 
separation will obtain the appropriate supervisor’s verbal 
recommendation as -to the individual’s suitability for re- 
©raplo^-msato 
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3® Span receipt of SF-52 requesting separation action, th« 
Counoellhg Branch (08), FSD, will arrange to conduct m exit 
interview with the employee concerned® Upon completion of this 
Interview, th® ParsC-Ki©! Relation© Officer will prepare Form 37"15U, 
Report of Separation, in six copies® Form 37 c5, lSU for individual© 
who ere not available for exit interviews will be prepared on the 
! basis of available records® Special test motions for the prepara- 
tion and distribution of Fom 37“15U are contained In Attachment A® 

A listing of separation factors and codes for classifying th® 
factor© resulting in separation ax© contained in Attachment Bo 

ho One copy of Form 3'hl5k will b® transmitted immediately to 
th© transactions and Records Branch (TRB ) , Processing and Records 
Division (PRDjg with the employee 5 s Official Personnel Folder for 
preparation of Standard Form 50, lotlficatloa of Personnel Action, 
or SF«52 in lien thereof e Th© separation factors as reported in 
Item IX of Form 37--l$h will toe recorded in th© lower sl^at corner of 
Item 21 , Reaasrks, of SF“50 or SF-52, in tha following manner* (Sep® 
Cod© 01, 06, 21 - 1,2) Th® factors must be recorded in ths identical 
eoquanc® reported in Item 11 of Form 37“l5Uo P^oiaployability as 
noted in Item 15 of Form 37-"l5is will be stamped 0HL1 on the Machine 
Records Bivi.8i.oo (MED) copy of the 8F~£0 or SF-52 and on th© SF-7, 
Service Record Card® 


5o The format for th© Summary of Separations is provided in 
Attachment Qs This smofry report will b© completed at th© end of 
each month toy ESD and forwarded to BEDS® The original and three copies ~ 

of each Form 3‘fcl$h processed during the month will acccgn pany th g^ Sf*^- i < -tfX 

summary report® Thaa® reports will toe transmitted to ( pRlJ j idolater (jU., (1,^7), 
than the third wording dry of the month following receipt of the 
machine records tabulation of the period reported® RRDS is responsible 
for consolidating these reports into th® monthly separation report 
and preparing ths latter for appropriate diotributioiio 


So Changes effected by this instruction will become effective 
1 April 195U emd will bo reflected in th® reports for th® month of 
April 195h which ©3?® dw® in PRDS in. May 195U<> 


Jsorgo X® Melooit 
ipuiy Assistant Director 
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